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OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY I- RECOROS ~ . ..~ ~~ MANAGEMENT ,~~ .. .. pIVISION . -. . .~ .~. ~ ~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: !3e Publication No. 76-9M-I for instructions on completing th is  form. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Awn?. Atlanfa, Georgia, 30334. 
Attention: Schedulina Section. 

~ ~ . 
FOR RECORDS . ~~~ . MANAGEMENT . .. a 8  _ _ .  

Application Number 

FISCAL OFFICE 83-816 - - 1 720 WEST TOWER, 200 PIEDMONT AVE . Date Completed 2- 

ATLANTA, GEORGIA 30334 
-_-- - - - ~  
&liarion Number 

Telephone Number 

.*I . Action Requested 
8. I3 Estaoiisn Retention Schedule; ecord will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 -~ Amend ~ Application No. -===~-- Check..One:.~ 0.. Change;~pO~S!wcedei-D-  void_^_^_ 

,. Dam of Ssriac 
:arliest AGENTS L I C E N S I N G  D I V I S I O N  

6. Records Series Title (followed by tide used in office: if d;fferenrJ 

-. 1980 
8. Division and Offio Function 

LPresent -,-_-~-1.- BATCH I.___.~ SHEETS _ (BATCH SHEET VERIFICATION ~ ~~ . . 
~ FILE) -~~ . _ ~ p ~ ~ ~ .  -~ ... . 

What is  the function of the Division and the Office in which this record series is created? 

isc 1 Of e receives and keeps records of revenue collections of the Fire 
garsgals &!ice, Insurance Department, and Industrial Loan Department. 
keeps the financial records of the general fund of the Comptroller Generals 
Office, including payroll, travel expense billg, appropriations and budget 
information. 

Also 

I I ~ ~ ~ ~ ~ _  ~ . .~ ,~.. . . ~~~ ~ - ~~ ~~~~ - .- _I____.._i-- ’. R m d  Series Description This  file contains the following documents (include form numbers and rirles, if any): 
Attach samples of the file. 

Documents relating to: RECE I V I NG AND VERl  FY I NG FEES COLLECTED BY 

Included are: 

AGENTS L I C E N S I N G  D I V I S I O N .  

Form describing monies collected by Agents Licens-, deposit number, valid- 
ation numbers and total amount of money collected for applications in 
batch, and printout. 

File is arranged: 

-~ ~ .~ . ~ __ ~ ~~ ~ 

By  batch number. - . ..~_.~_~~__I 

1. Monthly Reference Rate How often are records referred-to which are: 



-- .--__.- . - ~ . . -. - ___ 
- 10. Quertionnaim ~Placa ___ an ''Y in the proper g o m n )  ~~ __ ~ - .- ~~1~~ x ~ . ~  

-.Jn~t.WWcb irl..._ . . ~ ~  . ~ ~ .. " -. . ~- ~-_- . .  

a. Is this the official copy of the series? 

b, Does the series mntain mdfidential information requiring security handling? If yes. cite law or regulation. qi 

~ 

g. I s  the information contained in this series ever anelyzed and/or recorded in a summerired report? _,  

Rquirements Jhe following requires the series to be kept: 

a. State Law - . . .yean. 1. Audit period I -- - ~- .~ ~~.-years. 
b. Statute of limitation .years. e. Administrative need I - ~L--_-years. 
E. Federal law f. Federal retention instructions - . . -years. 

. . . ,  

-- ~ .~ .~ -~~~~~~~~I_-~_~~~~~ ..~. 
~ __ 

0 Calendar Year; 0 Fiscal rear; 0 Other 

a Hold in the current files area ,-.---month(s) -1. .~.-year(s);thenOr Until audit I S  Complete. 
0 Transfer to local holding area, hold - 
&J Transfer to State Records Center; hold -3 
El Destroy. 
U Transfer to State Archives for permanent retention. 
U Other (Specify) 

year(r); then 
.year(s); then 

.. 
'. 

, . . .  / ~ , , .  , . .  , . I  , . ,  ~. 

i 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, anach letter 


